CURICULLAM VITAE 


Robin Basheer 


Plot #228/229 Streets #8, Muhammad Khan Goth, Mehran 
Town, Karachi. 
Cell # 0313-2468607 
0340-2100272 
0347-3424182 
E-mail: robin_plus2007 @ yahoo.com 


OBJECTIVE: 


To obtain a job in a dynamic and progressive organization that would provide me opportunities of diversified work 
experiences so I could enhance my professional skills and career. 


ACADEMIC EDUCATION: 


2022 ACCA, UK (In process) 
2007 - 2008 Federal Urdu University Karachi, Pakistan 


Degree Name: M.Com (Finance) 


2005 — 2007 Federal Urdu University Karachi, Pakistan 
Degree Name: B. Com (Hons.) 


2003- 2004 Govt. Superior Collage Karachi, Pakistan 
Degree Name: H.Sc 


2001 — 2002 Okhai Mamon School Karachi, Pakistan 
Degree Name: S.Sc 


COMPUTER SKILLS: 


Operating Systems Windows , XP 
Microsoft Office Word, Power Point, Excel 
Computerize Accounting | Peach Tree, Quick Book, 


System Software Net-I-Ware 


Typing Having a very good command of Typing 
With perfection & Accuracy. Complete typing course 
System Maintenance Computer Hardware & Software Installation 


Internet E-mail & Browsing 


WORK EXPERIENCE: 


1) Presently working with PTCL, as Admin & Surveillance Room Supervisor (February 
2014 to till date. 


2) Ihave been teaching as a private commerce tutor since 2010 (evening) 


Major responsibilities/duties are: - 

1- Administrative of staffing matters including preparation of monthly roster and verification of 
monthly absentees with the coordination of HR Department. 

2- Assist AM Coordination office (Region South) in all administrative issues, prepare payment 
invoices of Private hired companies’ security guards after making necessary deduction and 
submits to Finance department for reimbursement. 

3- Overseeing all aspects of the Security Department, developing security measures, and 
ensuring implementation of relevant policies and procedures and security checks (Region South, 
i.e. Sukkur, Quetta, Hyderabad & Karachi). 

3- Compile monthly fuel consumption report issued to operation staff. 

4- Keep the management information system up to date about the installed equipment and 
produce monthly event report and camera analyzing report. 

5- E-mailing to higher-ups, noting & drafting as well. 

6- Dealing with vendors regarding remedial of fault and purchasing &replacement of computer 
equipment and accessories. 

7- Ensure the accurate recording of all events and action monitored from surveillance room. 

8- Line Management of subordinates to ensure the efficient working that all work is undertaken 
in compliance of with the operation procedure. 

9. Under a Strict vigilance of Dehmandro Satellite Earth Station, Hawksbay Submarine 
Underground cable station, Gateway Exchange & PIE (Pakistan Internet Exchange). 

10- Making presentation. 

11-Coordinate security operations or activities with public law enforcement, fire, and other 
agencies, as and when required. 


3) Worked with “Al- RASHEED COMPANY” as an Assistant Accountant (September 2012 
to June 2013) 


“ Job Description 


Y Book Keeping 
¥ Payment and Receipts 
¥Y — Payroll 


4 Worked with “MINISTRY OF NARCOTICS CONTROL GOVERNMENT OF 
PAKISTAN” (Anti-Narcotics Force Sindh, Karachi) as Assistant in Drug Demand Reduction 
Branch, (Contract Basis) since October 2011 October 2012. 


Major responsibilities/duties are as: - 

1- Handle all administrative related issues of the branch. i.e., 

2- Office Management, Noting Drafting, Computerized record keeping & manual. 

3- Maintain Accounts, preparation of Invoices, Billing & vouchers etc. & utilization 
of allocated budget of the ongoing project of the branch. 

4- Presentation making. 

5- Coordination with Print Media and Electronic Media. 

6- Press release. 

7- Arrangement of seminars, Liaison and correspondence with government 
department, University and NGOs. 


4) DOWITES’ 82 MEDICAL ICU (Dow University Health Sciences, Civil Hospital Karachi) 
As an Office In charge (July 2010 to October, 2011) 


Major responsibilities/ duties are as: 
1- Perform all secretarial jobs routine responses, received & respond calls, schedule 
appointments, 
2- Prepare letters, memorandum, presentation and reports as well. 
3- Dealing with vendors in respect of, purchasing Medical instrument and equipment. 
4- Managing fund. i.e., receipt of donation, zakat and payment to vendors. 
5- Preparing payroll of private hired staff, maintain time and attendance register, 
maintain accounts on Peach Tree Software. 
6- Preparation of invoices, vouchers and Billing 
7- Making staff roster. 
8- Arrangement of event through projector in conference room. 
9- Correspondence with internal different Medical units. 
10- Record keeping manual and computerized. 
11. Order for making printing materials i.e. ICU Charts, Investigation Slip and other 
Stationery Etc. 


5) STATE LIFE PAKISTAN INSURANCE COMPANY as Sales Representative & 
Office Assistant (February 2010 to June 2010) 
“* Job Description: 
yY _ Sales Representative 
¥ Book Keeping 
Y Bank & other normal transactions 
v Arrangement of Meetings & Seminars 


PERSONAL: 


Father's Name ; Basheer 

Date of Birth : 08-07 1986 
Nationality : Pakistani 

CNIC # : 42301-5649050-7 


Marital Status : Married 


REFERENCE: 


References can be furnished as per requirement. 


